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After logging into the system. 
The PSRS application is laid out with hierarchy tree style navigation, where the top menu is the first level.  
By selecting a first level, the children links will be displayed on the left menu bar.   
 
The hierarchy is furthered broken down as such and each screen is described into further details below: 
 
I.  Main  
 A.  Programs (Section II) 
 B.  QSR Charts (Section III) 
 C.  Admin (Section IV) 
 
II.  Programs (Program’s Progress) 
 A.  QSR Cover Page 
 B.  Open Actions 

C.  Summary 
D.  Program Maintenance 

 E.  Program Cover 
 F.  Fever 
 G.  Accomplishments 
  1.  Project (Project Maintenance) 
   a.  Event (Event Maintenance) 
    1.  Milestone 
    2.  Accomplishment (Activities) 
     a.  Objectives Maintenance 
    3.  Attachment 
    4.  Status 
 H.  Cost 
 I.  Civil Servant (FTE) 
  

 
III.  QSR Charts 
 A.  Generate PMC Reports on Local Computer (Only for level A’s) 
 B.  Upload PMC QSR Reports & Presentations (Only for level A’s) 
 C.  PMC QSR Reports & Presentations 
 
IV.  Admin (Administrative Options) 
 A.  My Account 
 B.  User Privileges (Only for level A’s and B’s) 
  1.  User Matrix 
   a.  Edit User Information 
  2.  Program Matrix 
   b.  Edit User Information 
  3.  Add User 
 C.  Meeting Dates (Only for level A’s) 
 
V.  Logout 
  
The PSRS application has three privileges levels and they are: OAT PSRS Administrator or Level A user, 
Program PSRS Administrator or Level B user, and Reviewer or Level C user.  Level A users have access to 
all available functions of PSRS.  Level B users are given administrative privileges if they are assigned to a 
specific program, and all non-assigned programs can only be reviewed.  Level C users are given reviewing 
privileges.  
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I.  Main 

The Main Screen 

 
  
The Main Screen is the first screen the user sees after logging into PSRS system. 
 
Inside the Main Screen, the links and menus displayed are grouped into four different sections. 
 
In the Program’s Progress or the “Programs” section, the user will be able to view and update the 
current report depending on their access level. 
 
In the QSR Charts Section, the user will be able to view, print, and upload quarterly reports.  The 
QSR Charts Section is dependent on a user’s access level. 
 
The last section is the Administrative Options or the Admin Section, the users will be able to 
manage their accounts (password change, update user information, etc.), add user and edit existing 
users, and manage the meeting date functions.  The Admin Section is dependent on a user’s access 
level. 
 
For Level A  
All features and functions are viewable, useable, and displayed. 
 
For Level B 
Level B users have access to everything like Level A users except for:  
 
The Program’s Progress Section is only viewed and updateable by the users” assigned program. 
This section will be read only when the user is not assigned to the programs. Level B users will 
not have access to Programs Maintenance thus the “edit/add” link besides the By Programs select 
list will not be displayed.  Also, QSR Cover Page and Summary are read only. 
 
The Generate PMC Reports on Local Computer Section and Upload PMC Reports & 
Presentations Section are accessible for level A users only. 
 
The Administrative Options Section will not have the Meeting Dates link appear because the 
Level B and C users are restricted from this function. 
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For Level C 
Level C users have access to everything like Level B users except for: 
 
The Program’s Progress will be read only because Level C users do not have permission to update 
the reports. 
 
The Administrative Options Section will only display the My Account link. 

 
 
II.  Programs (Program’s Progress) 
 
   A.  QSR Cover Page 

QSR Cover Page Screen 

 
 
The QSR Cover Page Screen can be access by clicking on the “Programs” top menu button.  It can 
also be access by clicking on “QSR Cover Page” link on the left menu bar when the user is in the 
“Programs” section. 
 
Inside the QSR Cover Page section there are two buttons displayed: “Edit Page” and “Print 
Preview”.  To edit the QSR Cover Page, click on the “Edit Page” button, which will take the user 
to the QSR Cover Page Edit Screen.  To preview a printable version of the QSR Cover Page, click 
on the “Print Preview” button. 
 
Only Level A users have access to the QSR Cover Page Edit Screen, thus the “Edit Page” button 
will not be seen by Level B and Level C users. 
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QSR Cover Page Edit Screen 

 
 

By clicking on the “Edit Page” button from the QSR Cover Page Screen, the QSR Cover Page 
Edit Screen is displayed.  The QSR Cover Page Edit Screen is accessible to Level A users only.  
To modify the QSR Cover Page, modify the “Enterprise”, “Cover Title”, and “Name” fields.  
Once completed, click on the ‘save Changes” button to save changes. 

 
   B.  Open Actions 

Open Actions Screen 
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The Open Actions Screen can be access by clicking on “Open Actions” link on the left menu bar 
when the user is in the “Programs” section.  Viewing current open actions by selecting an action in 
the “Open Actions” select list.  To create a new open action, select “New Action Item” from the 
“Open Actions” select list.  To view closed action items select a closed item from the “Closed 
Actions” select list. 
 
To modify existing open action items, select the action item from the “Open Actions” select list, 
and modify the “Action Item #”, “Program”, “Due Date”, “Close Date”, “Abstract”, and ‘status” 
fields.  Click on the ‘save Changes” button to save changes.  Creation of a new action item is done 
the same way, but instead select “New Action Item” in the “Open Actions” select list. 
 
Click on the “Print Preview” button to preview a printable version of the Open Actions. 
 
Only Level A users can create new action items and modify existing open action items. 
 

   C.  Summary 
Summary Screen 

 
 

The Summary Screen can be access by clicking on the ‘summary” link on the left menu bar when 
the user is in the “Programs” section.   
 
Click on the status squares to change the status of a program.  Click on the ‘save Changes” button 
to save the changes.  Click on the “Print Preview” button to preview a printable version of the 
Summary Page.  
 
Only Level A users have access to change and modify the Summary Page.  Level B and C users 
will only have read only access to this screen. 
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  D.  Program Maintenance 
Program Maintenance Screen 

 
 

The Program Maintenance Screen can be access by selecting “Edit/Add” from the “By Programs” 
select lists on the left menu bar when the user is in the “Programs” section. 
 
Inside the Program Maintenance window, there is a “Program” select list, select “Create New” to 
create a new program.  Select existing programs to modify existing program’s information. 
 
Click on the “Save Changes” button to save changes and click on the “Delete Program” to delete 
the entire program with all including reports belonging to that program. 
 
Only Level A users are allowed to the Program Maintenance area. 
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  E.  Program Cover 
Program Cover Screen 

 
 

The Summary Screen can be access by clicking on the “Program Cover” link on the left menu bar 
when the user is in the “Programs” section.  To display a specific program for the Program Cover 
Page, select a program in the “By Programs” select list on the left menu bar. 
 
The “Governing PMC”, “Lead Center”, “Participating Centers”, “Program Manager”, “Program 
Type”, “PCA”, “Program Plan”, “Project Plan”, “Contractor Teams”, “Mission Description”, and 
“Budget” fields all editable. Click on the “Save Changes” button to save the changes.  Click on the 
“Print Preview” button to preview a printable version of the Program Cover Page. 
 
Only Level A users and Level B users who are assigned to the specific program have edit 
capabilities to this page.  All other users will only have read only access. 
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   F.  Fever 
Fever Screen 

 
 

The Fever Screen can be access by clicking on the “Fever” link on the left menu bar when the user 
is in the “Programs” section.  To display a specific program for the Fever Page, select a program 
in the “By Programs” select list on the left menu bar.  
 
Click on the status squares to change the status of a quarter. Click on the “Save Changes” button 
to save the changes and click on the “Print Preview” button to preview the printable version of the 
Fever Page. 
 
Only Level A users and Level B users who are assigned to the specific program have edit 
capabilities to this page.  All other users will only have read only access. 
 
 

   G.  Accomplishments 
Accomplishment Screen (with no projects) 
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Accomplishment Screen (with projects and events) 

 
 
The Accomplishment Screen can be access by clicking on the “Accomplishment” link on the left 
menu bar when the user is in the “Programs” section.  To display a specific program from the 
Accomplishment Page, select a program in the “By Programs” select list on the left menu bar.  
 
When there are no projects listed in the specific program, the project displayed will be marked 
“No projects listed for this program”.  The Accomplishment Screen (with no projects) shows this 
example.  When there are no events listed below a project, the event will be marked “None”.  
When a program contains projects and events, then the Milestone, Accomplishments (Activities), 
Attachments, and Status will display as in the Accomplishment Screen (with projects and events). 
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      1.  Project (Project Maintenance) 

Project Maintenance Screen 

 
 

The Project Maintenance Screen can be access by clicking on “edit/add” link besides the “Project” 
select list in Accomplishment. 
 
To display and modify a specific project from the Project Maintenance Page, select a program in 
the “By Programs” select list on the left menu bar or in the “Program” select list, then select the 
corresponding project in the “Project” select list. 
 
To create a new project from the Project Maintenance Page, select a “Create New” in the “Project” 
select list. 
 
Only Level A users and Level B users who are assigned to the specific program have access to this 
page. 
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         a.  Event 
Event Maintenance Screen 

 
 
The Event Maintenance Screen can be access by clicking on “edit/add” link besides the “Event” 
select list in Accomplishment. 
 
To display and modify a specific event from the Event Maintenance Page, select a program in the 
“By Programs” select list on the left menu bar or in the “Program” select list, then select the 
corresponding project in the “Project” select list, then select the corresponding event in the 
“Event” select list. 
 
To create a new project from the Project Maintenance Page, select a “Create New” in the “Event” 
select list. 
 
Only Level A users and Level B users who are assigned to the specific program have access to this 
page. 
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            1.  Milestone 
Milestone Screen 

 
 

The Milestone Screen can be access by clicking on the “Milestone” folder tab button inside the 
Accomplishment Page.  
 
To display a specific milestone from the Accomplishment Page, select a program in the “By 
Programs” select list on the left menu bar or in the “Program” select list, then select the 
corresponding project in the “Project” select list, then select the corresponding event in the 
“Event” select list. 
 
Only Level A users have edit capabilities to all fields.  Only Level B users who are assigned to the 
specific program have edit access to the Projected Finish Date, Actual Start & Finish Date, and 
Progress Field. 
 
All other users will have read only. 
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            2.  Accomplishment (Activities) 
Accomplishment (Activities) Screen 

 
 
 

The Accomplishment (Activities) Screen can be access by clicking on the “Accomplishments” 
folder tab button inside the Accomplishment Page.  
 
To display a specific milestone from the Accomplishment Page, select a program in the “By 
Programs” select list on the left menu bar or in the “Program” select list, then select the 
corresponding project in the “Project” select list, then select the corresponding event in the 
“Event” select list. 
 
Only Level A users and Level B users who are assigned to the specific program have edit 
capabilities to all fields.   
 
All other users will have read only. 
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               a.  Objectives Maintenance 

Objectives Maintenance Screen 

 
 

The Objectives Maintenance Screen can be access by clicking on “edit/add” link besides the 
“Objective” select list in Accomplishment. 
 
To display and modify a specific objective from the Objectives Maintenance Page, select an 
objective in the ‘select An Objective” select list. 
 
To create a new objective, select a “Create New” in the ‘select An Objective” select list. 
 
Only Level A users have access to this page. 
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            3.  Attachment 
Attachment Screen 

 
 

The Attachment Screen can be access by clicking on the “Attachments” folder tab button inside 
the Accomplishment Page.  
 
To display a specific attachment from the Accomplishment Page, select a program in the “By 
Programs” select list on the left menu bar or in the “Program” select list, then select the 
corresponding project in the “Project” select list, then select the corresponding event in the 
“Event” select list. 
 
Only Level A users and Level B users who are assigned to the specific program have edit and add 
capabilities to all fields.   
 
All other users will have read only. 
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            4.  Status 
Status Screen 

 
 

The Attachment Screen can be access by clicking on the “Attachments” folder tab button inside 
the Accomplishment Page.  
 
To display a specific attachment from the Accomplishment Page, select a program in the “By 
Programs” select list on the left menu bar or in the “Program” select list, then select the 
corresponding project in the “Project” select list, then select the corresponding event in the 
“Event” select list. 
 
Only Level A users have edit capabilities to all fields. 
 
Level B users who are assigned to the specific program only have edit capabilities to Concerns and 
Problems/Resolutions Field. 
 
All other users will have read only. 

 
 
 
 
 
 



User Documentation PSRS Application V 3.0  

17 

   H.  Cost 
 

 
 

The Cost Screen can be access by clicking on the “Cost” link on the left menu bar when the user is 
in the “Programs” section.  To display a specific program for the Cost Page, select a program in 
the “By Programs” select list on the left menu bar.  
 
Only Level A users have edit capabilities to all fields.  The fields are quarter and monthly 
dependent for editing but dependency can still be removed manually using the “Un-lock All 
Fields” button. 
 
Level B users who are assigned to the specific program have edit capabilities to the Actual Fields 
for the current quarter only.  They also have edit capabilities to the comments field.   
 
All other users will only have read only access. 
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   I.  Civil Servant (FTE) 
Civil Servant (FTE) Screen 

 
 

The Civil Servant Screen can be access by clicking on the “Civil Servant” link on the left menu 
bar when the user is in the “Programs” section.  To display a specific program for the Civil 
Servant Page, select a program in the “By Programs” select list on the left menu bar.  
 
Only Level A users have edit capabilities to all fields.  The fields are quarter and monthly 
dependent for editing but dependency can still be removed manually using the “Un-lock All 
Fields” button. 
 
Level B users who are assigned to the specific program have edit capabilities to the Actual Fields 
for the current quarter only.  They also have edit capabilities to the comments field.   
 
All other users will only have read only access. 
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III.  QSR Charts 
QSR Charts Screen 

 
 

The QSR Chart Screen can be access by clicking on the “QSR Charts” top menu button. 
 
 

   A.  Generate PMC Reports on Local Computer  (Only for level A’s) 
PMC QSR Complete Set Screen 

 
 

The Generate PMC Reports on Local Computer Screen can be access by clicking on the “Generate 
PMC Reports” link on the left menu bar when the user is in the “QSR Charts” section. 
 
Only Level A users have access to this page. 
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Generate PMC Reports by Programs on Local Computer Screen 

 
 

The Generate PMC Reports by Programs on Local Computer Screen can be access be selecting a 
quarter and selecting ‘select by Programs” radio button from Generate PMC Reports on Local 
Computer Page. 
 
By clicking on  the “QSR Cover, Actions, Summaries” link, the three reports will be displayed on 
the browser.  Clicking on the listed program link will display it’s entire Program Report.  
 
Only Level A users have access to this page. 
 

B.  Upload PMC QSR Reports & Presentations  (Only for level A’s) 
Upload PMC QSR Presentation Screen 
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The Upload PMC QSR Reports & Presentations Screen can be access by clicking on the “Upload 
PMC QSR” link on the left menu bar when the user is in the “QSR Charts” section. 
 

Only Level A users have access to this page. 
 
   C.  PMC QSR Reports & Presentations 

PMC QSR Reports & Presentations Screen 

 
 

The PMC QSR Reports & Presentations Screen can be access by clicking on the “Reports & 
Presentation” link on the left menu bar when the user is in the “QSR Charts” section. 
 
Select a PDF file in the “Quarter – File Name” select list and click “View PMC” to view the PDF 
file. 
 
Only Level A users have deletion capabilities. 
 

 
 

    
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



User Documentation PSRS Application V 3.0  

22 

 
IV.  Admin (Administrative Options) 

Administrative Options Screen 

 
 

The QSR Chart Screen can be access by clicking on the “QSR Charts” top menu button. 
 

 
   A.  My Account 

My Account Screen 

 
 
The My Account Screen can be access by clicking on the “My Account” link on the left menu bar 
when the user is in the “Admin” section. 
 
In this page the user will have the capabilities to modify their user information and password. 
 
Level C users only have password modification capabilities. 
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   B.  User Privileges (Only for level A’s and B’s) 

User Privileges Screen 

 
 

The User Privileges Screen can be access by clicking on the “User Privileges” link on the left 
menu bar when the user is in the “Admin” section. 
 
To view existing users click on “View User Matrix”, to view PSRS Program Administrators 
ordered by programs click on “View Program Matrix”, and to create a new user account either 
search the X.500 or create the user manually. 
 
Only Level A users and Level B users have access to this page. 
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      1.  User Matrix 

User Matrix Screen 

 
 

The User Matrix Screen can be access by clicking on the “View User Matrix” button from the 
User Privileges page. 
 
The list of users can be sorted as User Level, User’s Last Name, Center, and Program by clicking 
on the corresponding labeled column. 
 
Only Level A users and Level B users have access to this page. 
 
Level B users will only see users that they have previously created. 
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         a.  Edit User Information 

Edit User Screen 

 
 
The Edit User Screen can be access by clicking on the user’s name from the User Matrix page or 
the Program Matrix page. 
 
Only Level A users and Level B users have access to this page. 
 
Level B users will only see users that they have previously created. 
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      2.  Program Matrix 

Program Matrix Screen 

 
 
The Program Matrix Screen can be access by clicking on the “View Program Matrix” button from 
the User Privileges page. 
 
Only Level A users and Level B users have access to this page. 
 
Level B users will only see users that they have previously created. 

          
 
 
 
 
 
 
 
 
 
 
 
 
 
 



User Documentation PSRS Application V 3.0  

27 

 
      3.  Add User 

Add New User Screen 

 
 
The Add New User Screen can be access by clicking on the new user’s name from the X.500 
Search/Results page or by clicking on “Add New User Manually” from the User Privileges page. 
 
Only Level A users and Level B users have access to this page. 
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   C.  Meeting Dates (Only for level A’s) 

Meeting Dates Screen 

 
 

The Meeting Dates Screen can be access by clicking on the “Meeting Dates” link on the left menu 
bar when the user is in the “Admin” section. 
 
In this page the user will have the capabilities to view reminder report, send reminders, and freeze 
the current quarter’s data. 
 
Only Level A users have access to this page. 


